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ICJI Egrants Award Letter Generation Quick Start Guide 

 
 

 

This Quick Start Guide explains the process around the generation of Award Letters. Award Letters 

are generated within four weeks following the award of grants at quarterly Commission meetings. 

 
 
 
 
 
 

Enter your User ID and Password and click on the Login button. 
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The following screen appears.  Select the Project Management tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The Project Management Search screen appears.  Enter the Grant ID number and click on the 

Search button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                         Award Letter Generation Quick Start Guide.doc   rev. 11/17/11 Page 3 of 9 

 

Click on the hyperlink at the bottom of the screen to open up the grant.  Alternatively, 

you can get to the application by clicking on the “asterisk”  Quick Link. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Main Summary screen appears.  Click on the link to the Application. 

 

 

 

. 
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The following screen appears.  Click on the Create Award Letter button at the bottom of 

the screen. 
 

 
 
 
 
 

 
Clicking on this 

image link will 

open the Award 

Letter in a new 

window.  

 

 
 

Clicking on this 

image link allows 

you to edit an 

existing Award 

Letter.   
 
 
 

Clicking on this 

image will delete the 

Award Letter. 

A message appears 

confirming that you 

want to delete the 

letter.  You will also 

be reminded to click 
on Save to 

permanently 

delete the letter. 
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The Award Letter Request screen appears.  Click on the appropriate button to the right of the 

Select Addressee field using the name provided by Fiscal staff. (For counties you will click on 

Choose Applicant Agency, for non-profit, private agencies, you will select the signatory from a 

table of names provided above the Choose Applicant Agency button.) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Note: A Delete button has 

been added to the screen. Use 

it to delete the existing letter. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you select the addressee, some of the required fields are populated with data.  (See screen shot on 

next page.) 
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Review and edit the 

populated fields to reflect 

ICJI’s data standards.  (For 

any changes made, select 

the Contacts tab and update 

the information to reflect 

your changes, thus 

eliminating/reducing the 

need to continually edit in 

the future.) 

 
Enter the Award Letter 

Date.  To provide time for 

review by various staff 

members, select a date that 

is five “business” days 

from today. 

 
List the Initials of the staff 

in the reverse order in 

which they will review the 

Award Letter.  (Begin with 

the Director of the Office 

of Financial Management 

and Administration and 

end with the Fiscal Staff 

contact.) 
 

 
 

 

 

Select Yes or No 

for One Time 

Funded Grant. 

 

 
Click on the Generate and View Award Letter button 

at the bottom of the screen.  Scroll down through each 

page of the document and make sure everything is 

okay. 
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Subgrantee must sign and 

return the Award Letter. 
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